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Instructions 
1. This examination consists of FIVE questions. 
2. Answer Question ONE (COMPULSORY) and any other TWO questions. 
3.  DO NOT write anywhere on this question paper. 
 
QUESTION ONE  
 
Read the following excerpt then answer the questions after it. 
 
Stay sharp: 4 career-oriented skills that will pay to boost in 2020 (By Maurice Backman) 
 
Maybe your goal is to land a new job in 2020. Or maybe you're reasonably content where you 
are and prefer to work your way up the ladder or excel in your current role. No matter the 
circumstances, boosting your skills can set the stage for career-related success and buy you the 
job security you're no doubt looking for. 
 
Here are a few specific skills it could pay to focus on in the coming year. 
 
1. Time management 
There's a reason so many workers these days run the risk of burning out – they don't do a good 
job of managing their time, and they wind up spending the bulk of their waking hours dealing 
with job-related tasks. If you'd rather avoid that fate, focus on getting better at time 
management. That could mean learning to set priorities, mapping out daily or weekly schedules 
and task lists, or learning how to avoid on-the-job distractions. Time management 
and productivity go hand in hand, so once you learn to excel in the former, you're apt to do 
better with the latter. 
 
2. Communication 
Many people think they're strong communicators when, in fact, their skills could use 
improvement. If you're not good at communicating, joint projects might suffer, your colleagues 
might grow frustrated, and your manager might question your ability to collaborate with others. 
Think about how you communicate with your peers and boss at present, and see where there's 
room for improvement. That could mean sharing more details at the right time or learning to 
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consolidate your thoughts when writing emails so you don't wind up rambling or going off on 
needless tangents. 
 
3. Attention to detail 
When you're juggling multiple tasks at once (which tends to be the case for many workers), it 
can be difficult to take a step back and focus on the smaller details that may not seem all that 
important. But actually, if you learn to pay better attention to detail, you'll prove that you're the 
one worthy of leading projects or being trusted with high-profile assignments. To that end, 
figure out how to get better at examining your own work, or the work you're tasked with 
reviewing. That could mean playing around with different environments or getting into the 
habit of reading reports out loud before submitting them. 
 
4. Problem-solving 
Becoming a good problem-solver doesn't just mean getting creative or trying out different 
approaches to the challenges that you and your team typically face. It also means having the 
right attitude – namely, the confidence to tackle work issues head-on with the underlying 
sentiment that you will, in fact, get to the bottom of things. Learning to be a better problem-
solver is a good way to line yourself up for a management role. And if that's not your goal, 
know that it never hurts to secure a reputation as the person who somehow manages to tackle 
the challenges no one else can. 
 
As you work your way through the coming year, it always helps to improve on the skills that 
are specific to your job. The above skills, by contrast, are more universal – they apply to almost 
any job. But if you get better at them, you're apt to benefit in one way or another. 
 





a) ‘No matter the circumstances, boosting your skills can set the stage for career-related 
success and buy you the job security you're no doubt looking for.’ What does the author 
mean by this sentence?       (2 marks) 
 
b) List four lessons on communication from point 2 (on ‘Communication). (4 marks) 
 
c) What is intrapersonal communication? In two ways, show how it can be applied on 
point 3 and 4 (on ‘Attention to detail’ and ‘Problem solving’).  (6 marks) 
 
d) What is ‘noise’ in communication? Justify two examples of ‘noise’ in the excerpt.  
(6 marks) 
 
e) In a paragraph of not more than 100 words, summarize the four points discussed in the 
excerpt.          (6 marks) 
 
f) Imagine you are giving a speech based on the points in the excerpt. How would you use 
‘logos’, ‘pathos’ and ‘ethos’ (as explained by Aristotle) to persuade your audience?
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a) Using any four different areas covered in class, explain the relevance of the 
Communication class to the course you are undertaking.    (8 marks) 
 
b) Use a diagram to illustrate Schramm’s model of communication. In three ways, briefly 
discuss the applicability of Schramm's model of communication.     (7 marks)  
 
 
QUESTION THREE  
a) Give a brief description of these concepts in communication:   (9 marks) 
i. Intrapersonal communication 
ii. Johari window 
iii. Feedback  
  
b) Explain with examples any three categories of listening.    (6 marks) 
 
 
QUESTION FOUR  
a) You would like to be considered for a  part-time job opportunity at Strathmore Institute 
of Management and Technology. Write an application letter that you would send to the 
Principal.          (12 marks) 
 




a) What is plagiarism? Explain any three cases that can be considered as plagiarism.             
(7 marks) 
 
b) Write a sample academic paragraph (of not more than 100 words). Use at least three 
hypothetical sources in APA style.       (8 marks) 
 
 
  
 
